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Introduction

About This User's Guide

The Administration for Developmental Disabilities Extranet | nternal User Procedures Guide s
provides step-by-step instructions for performing various functions reserved for internal users,
such as reviewing and approving forms on the Administration for Children and Families
Extranet.

How This User's Guide Is Organized

The User's Guide is organized in four primary sections: this Introduction, Beginning Your Work,
Sep-by-Sep Instructions, and a Glossary of important terms.

The Step-by-Sep Instructions use several conventions: Keyboard actions (clicking your mouse,
scrolling, pressing Enter or Tab) are noted in boldface type. Instructions are indented and
preceded by bullets. Explanatory materia is printed within a box.

ACF Grants Extranet Form Review Process Overview

The ACF Grants Extranet uses a structured workflow process to ensure that electronic datais
properly submitted and processed.

A member of a grantee organization logs onto the ACF Grants Extranet with a user name and
password that have been established and approved by ACF. This representative of a grantee
organization fills out aform and submitsit to the proper ACF employee in the appropriate
ACF Regional Office (the Regional contact). Each grantee organization is pre-assigned to a
Regional Office contact. Notification of the submission is sent to the Regional contact viae-
mail. The grantee cannot edit the form once it has been sent to the Regiona contact unless it
isreturned to revision.

- The Regiona contact reviews the form. If the form is acceptable, the Regional
contact submits it to someone else in his or her workgroup for further review. The
next reviewer could be another person in the Regional Office or someone else in the
ACF Central Office. If the form is accepted and forwarded for further review, an e-
mail notification is sent to the next reviewer notifying him or her that aform is ready
for their review.

If the form is unacceptable, the Regional contact returns the form to the grantee for
revision. If theform isreturned for revision, an e-mail notification is sent to the
grantee notifying him or her of the form's status and requesting that revisions must be
made.
The ACF Central Office reviews aform that has been forwarded by the Regiona Office.
The Central Office reviewer can either accept the form or return it for revision. If the ACF
Central Office reviewer deems the form acceptable, he or she " locksin” the form; the data
contained in the form is then final and officia. If the ACF Central Office reviewer judges



the form unacceptable, he or she returns the form to the Regional Office reviewer, who
returns it to the grantee for revision.



Form Submittal Work Flow lllustration
(Current as of September 1999)

State
DDC and PA
submit forms to:

" o

YES

Regional Office Reviewer and Approver

Region 1 (CT, ME, MA, NH, RI, VT) (Ron Ledoux)

Region 2 (NY, NJ, PR, V1) (John McKinstry)

Region 3 (NE, MD, PA, WV, DC) (Edward Vreeswyk)

Region 4 (AL, FL, GA, KMS, NC, SC, TN) (Harriet Epps and
Reggie Howard)

Region 5 (IL, IN, MI, MN, OH, WI) (Robert Vogt, Tony Slade,
and Thomas Glynn)

Region 6 (AR, LA, NM, OK, TX) (Janice Davis, June Lloyd,
and Michele Bergeron)

Region 7 (1A, KS, MO, NE) (Phil Patterson and Dave Ragan)
Region 8 (CO, MT, ND, SD, UT, WY) (Janice Davis, June
Lloyd, and Michele Bergeron)

Region 9 (AZ, CA, HI, NV, GU, PU, AS, MP) (John Coakley,
Easter Calvit-Chandler, ElImer Franklin, Elaine Ng, and
Katherine Aguilar)

Region 10 (AK, ID, OR, WA) (Steve I ce)

NOTE: The Reviewer and Approver Team for Region 8 isthe
same as that for Region 6.

YES

NO

ADD Centra Office Contact and
Approver

Region 1 (Jackie Lau)
Region 2 (Jackie Ezzell)
Region 3 (Lonnie Stewart)
Region 4 (John Gridley)
Region 5 (Lonnie Stewart)
Region 6 (Isadora Wills)
Region 7 (Paula Jorisch)
Region 8 (Isadora Wills)
Region 9 (Shirley Redmond)
Region 10 (Gretchen Menn)

ORACLE
DATABASE




Beginning Your Work

Log in to ACF Grants Extranet at https://extranet.acf.dhhs.gov

Hetscmpe

&

http: ¢ Twde-01 00n. acf. dhhe. gov: 90/ hahtweb/GrantsB eta/Pages/ndex html

The Administration For Children and Families

2 Department of Health and Human Services

Grants ExtraNet - Grants ExtraNet - Grants ExtraNet

ACF Grants Extranet Login

Grants Extranet ]:D"‘:IE:'C‘3'3131‘-511_‘0-3'313_tESt "

Passvmrd:l”””* ”

Meed help logging in?

This site is used by existing ACTF customers to electronically file applications and reports. If yvou need access to the system but
do not have a Grants Extranet ID and password please contact vour ACFE program office.

@Om Privacy Policy

ACTE Homepage | DHHS Homepage | White House | Federal Comtmons | E-Iail Webmaster
=0 | Ew » op w.




Step-by-Step Instructions

Review or Approve Forms

At the Welcome screen, click on the link for Review or Approve Forms

LF gqrints Extrinst Hame - Hetbscupe

£l

hgrum. exefwebapps/GrantsEeta/Statel d/EY FIA0URLInsk SR AF G205 -GOPN HAHT page/HS_Main = | il

The Adminis_tration For Children and Families |—

o Department of Health and Human Services

Grants ExtraNet - Grants ExtraNet - Grants ExtraNet

Welcome User Test Internal

Tour E-Idail Address: mhamill@act dhhs gow
Pleasze change vour profile off your E-Ial Address 1s mcorrect

Timeout Warning! If vou don't talle to the Grants Extranet for 50
trunutes, yvour sesston will automatically tune out. Any work smece your
last save will alzo be lost. Zave your work every 15 - 20 mmunutes.

Review or Approve Forms

Other Services

Cotnrrunity Bulletin Board | E-Iail Community A dministrator
Change My Profile | User Manuals | Log Off




The forms that have been sent to you for review are listed.
Click on thelink for the form you wish to review.

lled Farm Munagoment - Hetsenpe

The Administration For Children and Families

o Department of Health and Human Services
Grants ExtraNet - Grants ExtraNet - Grants ExtraNet

Filled Form Management

You helong to the following work groups:

[WORK GROUP |corMmUNITY |APPROVAL AUTHORITY
|El eta Test DDC Wotkgroup |Developmental Digahility Couneil | O
|Eleta Test P&A Wotkgroup |Pr0tecti0n & Adwocacy | O
These forms are marked for your attention:
LAST LAST
ORGANIZATION FORM USER DEFINED
STATE ROUTED ROUTED
NAME TYPE FORM NAME R o
[MD  |4DD Testing  |Statement of Objective and Priotities [1119208 |ssay_external  [11/19/99 2:41:25 PM
[MD  |ADD Testing  [Statement of Objective and Priorities [novi8sop |ssay_external  [11/12/99 1.52:13 FMI
[MD  |ADD Testing  [Statement of Objective and Priorities [testing with Roopa 11419 |ssay_external  [11/19/99 2:42:32 FII
[v&  [DDC Test [tatement of Objective and Priorities [WMark Test 1013 |external_user_test [10/13/99 15554 FI




Click on thelink for each form part you want to review. The form part as submitted by the
grantee appears on the screen. Review the information contained in each form part until you
have reviewed all the form parts submitted.

Farm Fart Manigement - Hetscmpe

@C]iu:k ot the form part to review. Note that you cannot update any information on the form.

| PART NAME | LAST SAVED |LAST SAVED BY
|Section I - Tdentification |-

|Section IT - Public Comment |-
|Section I - Prionities--Priority-1--Part & |11/19/1999 02:35:30 |ssay_external
|Section I - Priorities--Prionity-1--Part B |11/19/1999 02:35:30 |ssay_external
|Section I - Prionities--Friority-1--Part C |[11/19/1999 02:35:30 |ssay_external
|Section I - Prionities--Priority-1--Part D |[11/19/199% 02:35:30 |ssay_external
|Section ITT - Priorities--Priority-2--Part & |11/19%1999 02:36:57 [ssay_external
|Section ITT - Priorities--Priority-2--Part B |11/19%1999 02:36:57 |ssay_external
|Section ITT - Priorities--Priority-2--Part C [11/19%1999 02:36:57 [ssay_external
|Section IT - Priorities--Priority-2--Part D [11/19/1999 02:36:57 |ssay_sxteral

After you have completed reviewing the entire form, you may click on any of the following
buttons:

Update Comments

View Form History

Approve Form

Return ThisForm

(Central Office Reviewers Only) Lock in this Form

These buttons are self-explanatory.




Approving a Form

Click on the Approve Form button.
The Form Approval Mail M essage screen appears.
Click on the drop-down list box arrow to the right of the label TO: Next Reviewer's Name.
A list of possible reviewers appears. Click on the name of the next person you want to
review the form. These people will be members of your pre-defined work group. They may
be Regional Office or Central Office staff.
Optional: Click on the text boxes next to the CC: and BCC.: labels. TypetheInternet e-
mail addresses of any other people to whom you wish a copy of this message to be sent.
(NOTE: Only the next reviewer can accessthe form for review -- the people who
receive copies of the message may not review the form unlessit is sent to them directly
by another reviewer. The message merely providesinformation about the location of
the form in the wor kflow process to those who receive copies of the message.)
Click on the Subject text box. Type asubject for your e-mail message. Be sureto include
the STATE ABBREVIATION of the state grantee that submitted the form in your subject
line.
Click on the Your Message text box. Type any message you wish to include. A default
message has been supplied. Y ou may accept it or edit it.
Optional: Attaching a File
Click on the Browse button to access your Windows directories. Using normal
Windows procedures, locate and click on the name of the file you wish to attach to your
e-mail message. If attachments are large or you have a slow connection to the Internet, it
may take a number of minutes to transmit the file. Y ou may want to consider
compressing large files using a program such as WinZip.
Click on the Submit Form button to place the form in a special holding area on the ACF
Grants Extranet and to send the notification message you have just composed to the next
reviewer. The form isthen marked for the attention of the next reviewer.

The Administrati_n For Children and Families

lepartment of Health and Human Services

ApproveaForm
1119999

CURRENT COMMENTS (you may wish to update these at this time)

please review MD SOP form

10




Form Approval Mail Message

Y ou may route this to any member of your workgroup except yourself. Routing notification is
done by E-Mail. Y ou are expected to know who this person should be. Y our Community
Administrator is responsible for maintaining work groups. If you do not find the right personin
your workgroup please contact your Community Administrator.

TO: Next
Reviewer's Name

CC:

(Optional; separate
addresses

with commas)

S

BCC.:

(Optional; separate
addresses

with commas)

EE

From:

mhamill@acf.dhhs.gov
(If incorrect, update your profile first. Then log out and log back in again.)

Subj ect:

Form Approval

Y our M essage:

| have examined the form titled '1119999' on the ACF Grants

=i [

Attach File
(Optionad):

(You do not need to attach your form -- it existsin a holding area.)

& If attachments are large and you have a low connection to the
Internet, it may take a number of minutes to transmit the file. If thefileis
large, consider compressing it first using a program such as WinZIP to
compress it.

@Your message will be sent through an ACF mail server.

Cancel Form Submission

Grants Extranet Home | Log Off

11




Returning a Form

Click on the Return This Form button.
The Return Form Mail M essage screen appears.
The e-mail address of the person who submitted the form is automatically inserted in the text
box to the right of the TO: label. Thiswill be the STATE grantee contact for reviewers at
the Regiona Office level and REGIONAL OFFICE CONTACT for reviewers at the Central
Office level.
Optional: Click on the text boxes next to the CC: and BCC.: labels. TypetheInternet e-
mail addresses of any other people to whom you wish a copy of this message to be sent.
NOTE: Only theform submitter can accesstheform toreviseit -- the people who
receive copies of the message may not review the form. The message merely provides
infor mation about the location of the form in the wor kflow process to those who receive
copies of the message.)
Click on the Subject: text box. Type aSubject for your e-mail message.
Click on the Your Message text box. Type any message you wish to include. A default
message has been automatically entered. Y ou may accept it or edit it.
Optlonal Attaching a File
Click on the Browse button to access your Windows directories. Using normal
Windows procedures, locate and click on the name of the file you wish to attach to your
mail message. If attachments are large or you have a slow connection to the Internet, it
may take a number of minutes to transmit the file. Y ou may want to consider
compressing large files using a program such as WinZip.
Click on the Submit Form button to place the form in a special holding area and send the
notification message to the appropriate person. If the Regional Office reviewer isthe person
returning the form, it will be sent to the State-level grantee for revision. If the Central Office
reviewer is the person returning the form, it will be sent to the Regiona Office contact, who
will then send it to the State-level grantee for revision.

The Admmlstratmn For Children and Families
lepartment of Health and Human Services

Return a Form
1119999

CURRENT COMMENTS (you may wish to update these at this time)

please review MD SOP form

12




Form Return Mail Message

The form is routed to the person who submitted the form for approval. If thisis not the right
person please contact your Community Administrator.

TO:

N

CC:

(Optional; separate
addresses

with commas)

Note: Use Internet addresses, not Banyan Vines addresses.

BCC.:

(Optional; separate
addresses

with commas)

Note: Use Internet addresses, not Banyan Vines addresses.

From:

ssay @acf.dhhs.gov
(If incorrect, update your profile first. Then log out and log back in again.)

Subj ect:

Your Form Has E

Y our M essage:

| have examined the form titled “1119999" on the ACF Grants

=i [

Attach File
(Optionad):

(You do not need to attach your form -- it existsin a holding area.)

& If attachments are large and you have a low connection to the
Internet, it may take a number of minutes to transmit the file. If thefileis
large, consider compressing it first using a program such as WinZIP to
compress it.

@Your message will be sent through an ACF mail server.

Cancel Form Submission

Grants Extranet Home | Log Off

13




Locking in a Form (Central Office Reviewers Only)

Click on the Lock In Form button.
The Form Lock In Mail M essage screen appears.
The e-mail address of the first person who submitted the form will be inserted automatically
into the text box to the right of the TO: label. Thiswill be the State-level grantee.
Optional: Click on the text boxes next to the CC: and BCC: labels. TypetheInternet e-
mail address of any other people to whom you wish a copy of this message to be sent.
NOTE: Besuretosend acopy of the Form Lock In Mail Message to the Regional
Office contact.
Click on the Subject text box. Type a Subject for your e-mail message. Be sureto include
the STATE ABBREVIATION of the State in which the grantee is located.
Click on the Your Message text box. Type any message you wish to include. A default
message has been supplied. Y ou may accept it or edit it.
Optlonal Attaching a File
Click on the Browse button to access your Windows directories. Using normal
Windows procedures, locate and click on the name of the file you wish to attach to your
mail message. If attachments are large or you have a slow connection to the Internet, it
may take a number of minutes to transmit the file. Y ou may want to consider
compressing large files using a program such as WinZip.

Click on the Submit Form button to finalize the data in the form and to send the notification
message. Forms that have been locked in are final and may not be edited.

The Administration For Children and Families
" Department of Health and Human Services

Lock inaForm
1119999

CURRENT COMMENTS (you may wish to update these at this time)

14




Form Lock In Mail Message

The form is routed to the person who submitted the form for approval. If thisis not the right
person please contact your Community Administrator.

TO:

[ N

CC:

(Optional; separate
addresses

with commas)

Note: Use Internet addresses, not Banyan Vines addresses.

BCC.:

(Optional; separate
addresses

with commas)

Note: Use Internet addresses, not Banyan Vines addresses.

From:

ssay @acf.dhhs.gov
(If incorrect, update your profile first. Then log out and log back in again.)

Subj ect:

Your Form Has E

Y our M essage:

| have locked in the form titled “1119999" on the ACF Grants

=i [

Attach File
(Optiona):

(You do not need to attach your form -- it existsin a holding area.)

& If attachments are large and you have a low connection to the
Internet, it may take a number of minutes to transmit the file. If thefileis
large, consider compressing it first using a program such as WinZIP to

compress it.

@Your message will be sent through an ACF mail server.

Cancel Form Submission

Grants Extranet Home | Log Off

15




Glossary

ACF Grants Extranet
An Internet-based system that allows grantees and employees of the Administration for
Families and Children to securely report, manage, monitor, and receive grantee-related
information.

Approve (afilled form)
Process by which a Regional Office or Central Office Reviewer accepts the form data
submitted by a grantee.

Community
A set of internal users who work together to solve a common ACF problem. Typically, a
community is afunctional area of an ACF Program Office. For example, Protection and
Advocacy is acommunity within the Administration on Developmental Disabilities
program office. However, an ACF community may cross many program offices or be
ACF-wide in scope.

Community Administrator
A designated member of an ACF community who is empowered to facilitate access to the
system for the internal and external users associated with their community.

Dynamic Form Parts
Form parts that may be created multiple times as needed for each filled form (e.g.,
Prioritiesin the PA Statement of Objectives and Priorities)

External Users
People who are not employed by ACF but who require access to the Grants Extranet.
They typically work for a grantee organization.

Filled Form
A blank form and its associated data. A filled form is always associated with a unique
grantee organization.

Filled Form Part
A logical section of afilled form.

Form Submitter

Person in a grantee organization who submits afilled form from the Protection and
Advocacy (P& A) system or the Developmental Disability Council (DDC).

16



Internal User
Person who is employed by ACF who requires access to the ACF Grants Extranet.
Typicadl, thisis a government employee or a contractor assigned to review and approve
forms. Theinternal user may be located in a Regional Office or in the Central Office.

Lock in (afilled form)
Process by which the final Central Office reviewer accepts the filled form data as afinal
submission. After aformislocked in, the data it contains cannot be changed and is
submitted to the Oracle database.

Return (afilled form)
Process by which a Regional Office or Central Office reviewer returns afilled form to the
form submitter (or to the Regional Office for transmittal to the form submitter) for
revision.

Reviewer
Anyone in ACF who is designated to review, to comment upon, or to recommend for
approval or denial filled forms submitted by externa users.

Work Group
One or more internal users who work together as a collaborative group to review,
process, and approve data submitted by external users.

17



